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S®^f : Organisation and Functions of the Procureaent and Supply Office. 


1, PR OB L EM . The determination tb$u the F&30 should provide complete logisti- 
cal support for all agency opefations; plus the transfer to that Office- of 
the related lmgiftieal plann in g , transportation, real estate, and con- 
struction organisations creates a situation whereby: 

a. Aa orgaai matlomml pattern is required which will provide adequate 
supervision and technical direction of the far-flung activities to be 
carried . out by the Offtc# fmd the' proper distribution of responsibility 
within the Office for the f actions to be performed. 


b, A fable of Organisation is required to .provide a sufficient numbe. of 

' g ai ntaln an "an beard” force capable .of efficient and econ- 
ac compl iahaent of complete logistical support. 


2* ASSUMPTION. Since informal approval has. been given, to change the mq» 

of' tba fl feD to Log istics Office, as reflected by the pending revision o * 

*• - 

out 




the PiSO is referred to as the Logistics Office thraugh- 


3 . nsrs bsahirj car sb mewm. 


The iogietical p l a nni ng (or requireiaents determination} has been in- 
adaqaatbly performed for the reason that the function, divided between 
the &0g£atlc« Division of Bd/p and the Planning Staff of F&SO, w 
mot coordinated and ms a result both duplications and omissions were 


Inevitable. dime* neither .of these units was producing a complete 
forecast of future requirements, operating elements of Logistics Office 
|i.e»' Supply, Procurement, Transportation, and Real Estate and Con- 
struction) were functioning on a day-to-day basis unable to plan their 
mark studs beyond requirements represented by requisitions actually on 

bond. 


b, The supply operation in existence at the time the logistical functions 
were c«sa»Hdat«d consisted .mainly of the warehousing or physical hand- 
ling of materiel. Stock control was non-existent in nr*** and 
inad equate l y performed where it did exist. Complete inventory npd 
property aecountebility records were not maintained. Lack of proper 
surve illance resulted in the loss through deterioration of large Quan- 
tities of materiel. 

c. Am indicated unde r a 1 above the lack of reasonably complete require- 
ments made it impossible to plan procurement activities beyond those 
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indicated by requisitions already ia the Office. As a result the 
procurement operation involved repeated purchases of itens in rela- 
tively small quantities whereas with proper information as to the 
logistical requirements of Agency prograaas consolidated purchases 
could have been effected# probably at considerable savings In the cost 
of the Materiel. 

d. She transportation operation transferred to Logistics Office was in- 
adequately staffed with respect to both numerical strength and tech- 
nical transportation knowledge and ability. 

e. With the eaptnsion of Logistics Office activities to the performance 


for specialisation at staff level ia. administrative, operational, and 
Inspection capacities in order that the over-all activity might he 
properly controlled and supervised. 

f. At the present tin* and during the recent past it has been necessar - 
to require a considerable amount of pvertiae to keep up with currea 
workloads . While some overtime is inherent ia the trucking opera- 
tic®, the bulk of the overtime is caused by a shortage of help. In 
time, this will result in a serious morale problem. Consideration 
asset also be given to the fact that the cost of overtime work in- 
cludes a pread.ua charge amounting to almost 50 # of the value of the 
work performed. 

MSCCSSJOK, 




omee 


l. Operationally, the work of the Logistics; 
basic functions. These are; 


the acquisition of materiel either for direct de- 
user or to maintain warehouse stock levels. 


1 » %»« rfiil » T ‘ m 


The move sent of men and materiel to meet pro- 


gram requirements. 

ik) feal lstate ? h ® acquisition of real propert 

iesseft mat assigned by GSA in the metropolitan area of 
Washington) and the design and constriction of facilities for 
office, warehouse, living and other purposes. 

Staff activities are required, to enable the Chief (and hie Deputy) 
t© supervise and control all activities of the Office through estab 
llwhwent of responsibility in one officer (with necessary assistant 
for each of the following area'-: 
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(5) Sgeciftl Staff . This is eoagjarable to the function performed by 
a Special Assistant to the Chief. 

(6) Inspection and Review . to determine for the Chief of Logistics 
that regulations and established procedures «re being followed, 
thftt such regulations and procedures ftre adequate, .and to eval- 
imte performance of logit ties elements both here and overseas. 

{7) A<*»* nl strative . To provide for normal activities such as per- 

s oriel , b udget , security, training -and office services . 

(8) Coordination and Seoulrepents . To forecast materiel require - 
mmts two years In advance by quarters and assist in the prepar- 
ation of logistical annexes for specific projects. 

(9) Operations . To coordinate activities of, and furnish day-by-day 

to, the operating Divisions. To advise the Chief as 
to operational capabilities and requirements necessary to the 
aeecaf l l shaeat of future operation#,. (This has both staff and 
operating elements. However, Vince it is the liaison between 
the Chief ©f Logistics ijnd the operating Divisions, the staff 
aspect predominates with respect to the direction and control 
of the over-all logistical activity.) 

'Thin proposed organisation of 'the Office of the Chief of Logistics 
will enable him to maintain contact with all facets of his organiza- 
tion through five officials: 

One for Operations, 

One .for Requirements (planning) , 

One for Administrative witters, 

One far Performance (inspection) , and 

One for various other related matters (Special) . 

b. Tdfrlgg. jgT Organization . Revision of the existing T/O is necessary 
to '^TOVilr'forincreased workload and for work not presently being 
performed, the attachments listed hereunder include details of 
positions proposed for each Staff or Division by branch or section. 

It should he noted that grade- and titles indicated are those pro- 
posed by the Logistics Office and are subject to determination by 
the Classification, and Mage Division of the Personnel Office. 

c. Justification for T/Os . The attachments Include such basic work- 
loadds'ta, overtime, and other Information as is available. 

4, Procedures . This office is undertaking a detailed procedural sur- 
vey of the internal operations of the Logistics Office that should 
result in a complete manual of procedures and form a sound basis 
for the establishment of field procedures. In view of this, only 
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such broad procedural information as is necessary bo an understanding 
of the proposed i taff or I iris ion is included in the attachments. 


5. COIC lus lots. 


a. General * The most essential single need is for adequate logistical 
p SSagt ng* This activity, properly carried out, should result in 
greater efficiency and economy throughout the operating li visions. 


Of almost equal importance is the need for stock control, property 
accountability and surveillance. These are essential in order to 
know what items are in supply, the value and location of non-expend- 
able property and the maintenance of supply items in usable condition. 

An internal procedural manual is essential to the orderly operations 
of the Office and as a basis for field procedural manuals. 


b. Organisation. 

(1) Each of the four basic functions of the Logistics Office (see 
Section iia. above) should be established as a Division of the 
Office, (for Charts, statements of functions and discussion of 
Internal organisations of each proposed Division see the list 
of attachments) . 

(2) Each of the staff activities listed under section l*a. above 
should be established as a Staff within the Office of the Chief, 
(for Charts, statements of functions, and discussion of each 
proposed Staff see the list of attachments.) 

( 3 ) Establishment of this organisational pattern will provide ade- 
quate control and supervision Of the entire Logistics Office 
operations and provide a framework for the orderly, efficient 
and economical accomplishment of the mission of the Office. 


creased work load or additional work are provided in the attachments. 


fables of Organization. An increase from the present total ?/0 of 



vide loristica 


is required to adequately pro- 
kency operations. Details as to in- 


6. RECOMMEHDATIOlfi. It is recommended: 

a. That the proposed organisational elements shown on the Charts in- 
cluded in the attachments be approved. 

b. That the proposed statements of functions included in the attach- 
ments be approved subject to concurrence by the Office of Training, 
Inspection and Security Office, Office of Comptroller and Personnel 
Office. 


-U- 
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c. That the proposed Table of Organization be approved subject to action 
by the Persoanel Office as to the determination of service, grade, 
and title of the proposed positions. 

d. That this study and the material attached, concurred in by the Chief 
of Logistics be consider ed tie justification required by Section 4&. 

dated 2? May 1952. 

«. That the study of internal procedures, already started by the O&M 
Service, he continued and approved procedures, be incorporated into 
an internal manual of procedures for the Logistics Office. 

f . That upon the completion of the internal procedure study, considera- 
tion be gtvrn to the preparation of .procedural annuals for use by 
field logistics organization* • elements. 



CHI Examiner 


COBCUHRESCIS: 



Bate 

Comptroller 

As to Training functions: 


Bate. 

Director of Training 

As to Security functions: 

Bate. 
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A®, to Budget f-.nctlonu: 

Date 

Chief, Budget Division 
As to Personae! functions: 


, Bate 

Personnel Director 
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